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CENTRAL INTELLIGENCE AGENCY

March 1948
MEMORANDUM FOR ALI, EFFICIENCY RATING AND REVIEWING OFFICIALS

SUBJECT: Proposed Llement Patterns for Efficiency Ratings.

Attached is a list of pertinent and especially dmportant elements .
for most positions in CIA. This list has been prepared as a genaral
guide for rating officials and to advance miformity in the preparas
tion of efficiency ratings., The patterns are not mandatory. In the
event a rating official finds a suggested pattern Inadequate or ine
applicable to a job under his supervizion, he should delzte or add
elements to form a pattern which will adequately cover the dutles
and responsibilities of the position,

flement patterns for jobs not appearing on the list are to be
salected by rating oificials. In such cases a somewhat similar job
can usually be found in the attached list for use as a gulde,

An efficisncy rating should reflect how well, how much, and in
what manner an employee performs the duties of his position. Iis
work is judged against the reasonable standard of performance which
his supervisor has goncrally prescribed and accepted as adequate,
The selection and marking of clements from among the first ten listed
on Form 51 should indicate the quality of an cmployes's performance,
Elements numbered 11, 12, and 13 are intended %o reflect the produc—
tiveness of an employee, A selection is usually wade beticen number
12 and number 13. Blements selected and marked from among numbers
1/ through 19 should raflect the gnployac's atbtitude toward his job
or the manner of his perfommance, Number 20 is usually applicd to
CPC jobs such as Carpenter and Janitor wheie physical fitness for
the work is important.

" An onmployce's performance of administrative, supervisory, and
planning furictions for which he 1is rasponsible 1s directly reflected
by the sclection and marking of elements from among numbers <21
through 31, Hlements number 21, 22, and 23 are intended for rating
an amployea's efficiency in policy determination, organizational
planning, and the devising of procadurces at a high level. Dlements
number 24,25, 26, and 28 deal with the management phasos of a job,
and clements number 27, 29, 30, and 31 are intended for uvsc in
reflecting gualities of lecadership.
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Suggested Flement Patterns for
Central Intelligence

aifficiency Ratings
Agency

March 1947

Position

ilement Pattern

Accountant (Non Supervisory)

Accountant (Supervisoqy)

Account or Audit Clerk

Adm, Aid

Analyst

Asst. (Non Supervisory)

Asst, (Supervisory)
Adm, Officer (Advisory Capacity)

Adm; Officer (Division or Section
Chiefs of same Adm,
level)

Advisbr or Consultant

Appointment Clerk

Attorney (Non Supervisory)
Attorney (Supervisory)
Auditor (Fiscal)

Biologist
Budget Analyst

Budget Officer

3, 6,7, 8,

3,
2l,,

35

5,8, 9
257 2%,

)4') 63 .’Z.J'

—

by &, 15

5, 7, 8

5, 65 s

16, 19
10, 11, 12, 14, 15, 16, 19
9, 10, 11, 12, 14, 13, 17, 18,19

10, 11, 15, 16, 19

11, 12, 14, l?_: 16: :_L.Z: 19,
29
12, 19

30

5, 9, .:1_-9: .1_5:.: 16,!' 19:
.:?_]_-_: gﬂ) 25: 26: 27, 28: 30

6, 9, 10, 15, 16, 18,

22,

30

35 by 6, 1, 11, 12, 16, 19

5, 9, 10, 15, 17,
22, 23, 2L, 25, 26, 27, 29, 30, 31

9, 10, 15, 16, 17,
22, 23, 2L, 25, 26, 27, 29, 30, 31

2

3,

9, 10, 1k, 15, 16, 1
21, 22, 23, 2k, 25,

,5.: 6: .‘?i)

g, 9, 12, 14, 15, 12, 19

2, 20, 11, 12, 14, 15, 17,18,19

9,
2h, 27, 30
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Position

Element Pattern

Card Punch Operator
Carpenter or Cabinetmaker
Cartographer

Chauffeur

Chemist

Classifier, Position

Clerk (General)
Clerk~Steno

Clerk-Typist

Code and Cipher Clerk
Correspondence Clerk
Correspondence Rev, Clerk
Cryptogfapher

Dictating Machine Operator
Document Classifier
Documents Officer
Draftsman

buplicating Machine Qperator
Hconomist

Economist (Jocial)

fditorial Clerk

Editor - Editorial Analyst

.2,

2’ 6’ Z’ ll’ .:.\'_3..3 &-’ 322
1, 2, 8, 11, 16, 18, 19

35 b 55 6, 8, 12, l5:_l§5 19

1

ot 4

.Z’ E’ 12’ ;’L—é’ .]-'—(2

3, .,5_5 g, 9, 10, 11, _:.l._a) 1k, 15, 17, l—_@) 19,
22, 23, 30

3, 5, 6, 9, 10, 12, 1k, 15, 16, 17, 18, 19
3 by
3, 4, b, 7, 12, 16, 19
s ks

6) :Z.J ]l} 3_“_'_2_} _]:,é, _]:_9..) 20

o

, 7, 12, 16, 19

jon

At

I~ O~
-

11, 12, 16, 19

8, 9, 10, 13, 1k, 16,

e
o
\a
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e

o 15

6, &, 9, 10, 11, 1z, 16,
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9, 12, 18, 19
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-
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-

11, 12, 16, 19
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,3.; L, é, 1, 9 10, 11, _};_.2.: léa ;_2

3’ _5.) _6_’ _8.3 9.) ]_:_O_) ll} B’ }_Zi” 1‘5.’ l?, 19
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Position _ Flement Pattern
Employee Relations Counselor 6, 9, 10, 11, 15, 16, 19
Engineer (Supervisory) 3, 5, 6, 8 9, 11, 14, 16, 19,
22,724, 26, 30
Engineer (Aero) 3, 8, 11, 17, 18, 19,
| 20
Engineer (Chemical) 3, 8, 11, 17, 1&, 19,
' 30
Engineer (Construction) 3, 6, 9, 10, 12, 15, 18, 19,
22, 30
Engineer (flectrical) - (Radio) 3, 8, 11, 17, 18, 19,
T
Engineer (Material) 3, 5, 6, & 9,11, 14, 16, 19,
30
Engineer (Mechanical) 3, 5, 6, 8, 9, 10, 11, 17, 18, 19,
30
Engineer (Ordnance) 3, 5, 6, & 9, 10, 11, 17, 18, 19,
30 ‘
Engineering Aid 3, 6, 7, 8, 11, 12, 16, 19 -
Engineer (Draftsman) 3, b 6, 8, 10, 12, 18, 19
Executive Officer 5, 9, 10, 14, 15, 17, 19,

22,728, 30, 31

File Clerk 3, 6, 7,11, 12, 16, 19

Fiscal Accounting Clerk 3, 6, 9, 11, (12 or 13), 16, 19
Geographer P-3 to P-8 3, k, 6, 8, 10, 14, 18

Geologist 3, 5, 6, 8, 9, 10, 11, 12, 14, 17, 18, 19

-

Graphic Designer » 5, 7, 10, 12, 15, 18, 19,

2
2hy 22
Foreign Affairs Advisor s

10, 15, 16, 18, 19,
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Position

Element Pattern

Foreign Affairs Analyst
(Supervisory)

Foreign Affairs Officer
(Non Surervisory)

Guard
Historian P-). to P-3
aiqtorian P-4 to P-8

Hoisting Machine Operator
Illustrator - Illustrative Draftsman
Instructor (Non Supervisory)
Instr&ctor (Supervisory)
" Intelligence Analyst

Intclligence Officer =

Intelligence Editor

Investigator

Janitor

Laborer (Skilled)

Laborer (Supervisory)

Leave Clerk

Librarian

Librarian (Acauisition)
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6, 8, 9, 10, 11, 15, 16, 18, 19,
31, 22,25, 29, 30, 3L

5, 10, 11, 14, 15, 18, 19,

21, 22,773, 29,750

75 .];.5.: .]:..(2.: <0
..3.) é,) 8) lO; ]-2, %, 18

3, 6, 8, 9, 10,
2L, 25, 30, 31

14, 15,

1, 3, b, 1, 1L, 12, 16, 19

é) §’ .:]_:,_Q.’ ll” 15J 16} E’ 19
3, 9, 10, 11, 1k, 15, 17
9

, 9, 10, 11, 14, 15, 17,
5, 2506, 28

25 6, 9, 10, 12) 14, 15, 17, 19

5,9, 10, 14y 15, 16, 17, 19

5, 6, 9, 10, 14, 15, 16, 17, 19
3, 5 6y 9,10, 12, 17, 18, 19
1, 4, 11, 12, 19, 20

6, 7, 11, 12, 16, 1

15
18

7, 11, 16, 19, 20,
25, 26, 29,30

_3.: Ll’: é: §: 1-1: .1-__2_') ;J;_5_: :_L_Ci

3, 5, 7, 9, 11, 15, 18,
22, 2k, 25, 26, 30

.3_} 5’ .&) 9! }OJ 121

14, 15, 16, 19,
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Payroll Clerk

22 Oy 2o =2
23, 28, 30

_3_’ ﬁ) _(3.: Z: 11, ;I___Q_, .].-é) 19 .
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Position Flement Pattern
Librarian (Cataloguer)‘ 3, 6, 8, 11, 12, 16, 19
Library Asst, 3, 6, 7, 11, 12, 16, 19
Liaison Officer 5, 8, 9, 10, 11, 12, 1k, 15, 16, 17, 18, 19
Machinist 1, 2, 8, 16, 17, 18, 19
Mail Clerk 3, 4, 6, 7, 11, 12, 19
Management Analyst 3, 5, 6, 8, 9, 10, 11, 12, 14, 15, 17, 18,19
Mechanic (Automobile) 1, 2, 7, 11, 16, 18, 19
Messenger 3, 6, 7, 11, 12, 16, 19, 20
Metallurgist 3, 5, 8, 9, 10, 12, 15, 17, 19
Meteorologist 3, 5, 8, 10, 12, 17, 19
Michrophotographer 1, 3, 4, 6, 7y 11, 12, 13, 16, 19
Michrophotographer (Supervisory) 2, 3, 5, 8 9, 11, 12, 14, 16, 18, 19,
S 2L, 25, 26, 27, 29
Mimeograph Operator 3,. 4, 6, 8 11, 12, 19
Miscellaneous Duplicating '
- Equipment Operator 3, 4, 6, 8, 11, 12, 19
Motor Vehicle Dispatcher 3, 5, 1, 8, 11, 15, 16, 18, 19 |
Nurse (Non Supervisory) _1_.3_6 3, 7, 8, 9, 11, 15, 16, 17, 18, 19,
Nurse (Supervisory) 5, 6, 8, 11, 16, 17, 18, 19,

21,25, 26, 30

Office Appliance Repairman 1, 2, 6, 8, 11, 12, 16, 19
Office Device Operator 2,7, 8, li, 12, 16, 19
Organization & Methods Examiner 5, 8

10, 12, 14, 15, 18, 19,
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Position Element Pattern
Personnel Clerk 3, by 6,77, 11, 12, 15, 16, 19

.Personnel Directort
Personnel Officer

Personnel Assistant‘
Photographer
Photostat Operator
Physicist

Placement Officer

Presentation Specialist

Printing & Publication Clerk
Procedural Analyst

Program and Planning Analyst
Projectionist.

Property and Supply Clerk
Property and Suppllefficer
Psychologist

Purchase Cl;rk

Purchasing Officer

Radio Operator
; Receptionist

Record Clerk

9, 10, 14, 15, 16, 17, 18,,19,
2_]_;: _2, 24, 26: 27’ 39_: .3.9’ .3_3:.

5y 2s

10, 14, 15, 16, 17, 18, 19,

22,723, 24, 26, 27, 29, 30

3 6,

2ofw
NN

_3_) l‘r:
35 25
35 5

s 22, 26

8, 9, 10, 11, 12, 15, 18, 19

11, 12, 15, 18, 19

L, 7, 11, 12, 16, 19

9, 11, 1k, 15, 18, 19

7, 2, 10, 12, 14, li’/ié: 17, 18, 19

9, 10, 12, 15, 18, 19,
26 ,

6, 8, 9, 11, 12, 14, 19

6, 8, 9, 10, 11, 12, 1k, 15, 17, 18,19
8, 9, 10, i, 18, 19

6, 7, 11, 12, 16, 19

7, 11, 12, 16, 19

10, 14, 16, 17, 18

6, 8, 10, 15, 17, 18, 19

6, 7, 10, 11, 12, 16, 19

10, 14, 15, 16, 17, 18, 19

2
29, 30

1, 3, 6, 8, 11, 16, 18, 19

6, 10, 11, 15, 16, 17, 19

1_8,5

o~

12, 13, 16, 18, 19
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. Position ' Flement Pattern

. Recruitment & Placement Officer 5,9, 10, 12, M4, 15, 18

Secretary 3, by 6, 7, 9, 11, 12, 14, 15, 16, 17, 18,19
“Security Officer 5, 9, 10, 1k, 15, 17, 18

Shipping Clerk 6, L l_.?:, 13, 16, 18, 19

Shorthand Reporter | 3, k4, 6, 8, 11, 12, 16, 19 .
:Statistical Clerk 6, 7, 8, 10, 11, 12, 16, 19
Statistical Coding Clerk 35 ks é""‘zt' 11, 12, 19

Statistician 35 6 8 9, 12, 1k, 18, 19
‘Storekeeper (Non Supervisory) 3, 6, 7, 11, 12, j___é_, 19

Stofekeeper (Supervisory) 6, 7, 11, 12, 16, 19,

Store Laborer -3, 6, 7, 1%, 16, 18, 19

Stenographer : 3, Ly 6, 7, 11, 12, 14, 19

Supply Clerk 3, 6, 7, 11, 12, 16, 19

Tabulating Machine Operator 2, 7, &, 11, 12, 16, 19

Technologist _35_6 6, 8, 9, 10, 12, 15, 17, 18, 19,
Telegraphic Tyi::ewriter Oﬁerator-' 3, 6, 8 11, 12, ié,'}_?_

’i‘elephone.Operator (Non Supervisory) 3, 6, 7, 9, 11, 12, 15, 16, 18, 19
Telephone Operator (Supervisory) 3, 6, 7, 9, 11, k4, 15, 16, 17, 19,

2L, 25, 26, 29, 30
Traffic Manager 3, 5, 8 9, 10, 11, 12, 14, 15, 16, 18
Training Assistant 3, 5, 8, 9, 10, 11, 12, 14, 15, 17, 18, 19
Translator 3, L, 7, 8, 10, 11, 12, 19
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Position . Element Pattern
Transportation Clerk 3, by 6, 7, 11, 12, 19
Truck Driver 1, 3, 6, 11, 16, 19, 20
Typist : 3y by 6, 7, 11, (.];_.2. or 13), 16, 19
Varitype Operator 1, 3, 4y 6, 8, 12, 19
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